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Summary 
I have 7 years of experience, including as a Church Worker, as a Kitchen Aide, Food Preparation and as an Office Assistant in industries including Agricultural Services.

Most recently, I have been working as a Church Worker at Wcog from October 2011 to January 2013.

My skills and experiences include: Budgeting, Business Presentations, Event Management, File Management, Hard Drives, Inventory Management, Materials Management, Meeting Facilitation, Microsoft Mail, Photocopier, Printers, Scanners, System Architecture.

Experience 
	



	



	Wcog, Willisburg, KY 
	Oct. 2011 to Jan. 2013 

	Church Worker
	

	Trained and supervised ministry volunteers and teachers. Led ministry staff in day-to-day activities. Ordered necessary materials. Performed routine administrative duties. Managed ministry budget. Counseled individuals regarding religious and other problems. Scheduled and coordinated special events, including camps, conferences, seminars, retreats and meetings. Maintained accurate attendance records. Organized, planned, and led worship rehearsals. Directed youth lessons and activities. Exhibited strong planning, organization, and communication skills. Used software tools including: Easy Worship, PowerPoint, Microsoft Office Suite, Audio/Video Converter, and System Design And Presentation Software. Knowledge sets include: Business Presentations, Coordinating, Well Organized.

	
	

	Kycog, Lexington, KY 
	May 2008 to Aug. 2011 

	Kitchen Aide, Food Preparation
	

	Supervised food preparation and serving workers. Resolved customer complaints regarding food or service. Trained workers in food preparation. Trained workers in food service. Inspected supplies, equipment and work areas. Ensured quick, efficient service. Promoted friendly customer service. Ensured that federal regulations regarding cleanliness and food preparation were met. Upheld company standards for food quality and service. Managed food inventory. Managed food preparation and serving equipment. Observed and evaluated food preparation and serving workers.

	
	

	Casey Lawn Care, Pikeville, KY 
	May 2006 to Sept. 2008 

	Office Assistant
	

	Used computers and word processing programs. Typed up documents from drafts. Scheduled meetings. Proofread and corrected completed material. Performed clerical duties such as sorting material, filing material, sorting mail and answering telephones. Used printers, copiers and scanners. Maintained paper supply in office machines. Changed toner and print cartridges. Organized information into charts and tables. Saved and backed up files to local hard drives, external hard drives and USB flash drives. Maintained computer filing system by storing documents, retrieving documents, updating documents and deleting documents. Proficient in office suite software, including Word, Excel, PowerPoint, OneNote, Outlook, Publisher and Open Office.

	
	



	


Licenses
Kentucky Class D/Regular Operator 

Skills 
Administration, Audio, Budgeting, Business Presentations, Charts, Clerical, Communication Skills, Conferences, Customer service, Event Management, File Management, Flash, Hard Drives, Inventory Management, Materials Management, Meeting Facilitation, Microsoft Excel, Microsoft Mail, Microsoft Office, Microsoft Outlook, Microsoft Powerpoint, Microsoft Publisher, Microsoft Word, Office Equipment, Photocopier, Printers, Quality, Quick, Scanners, Seminars, System Architecture, Tables, Telephone Skills, Usb, Video, Well Organized, Word Processing



